NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE

(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION
NOAA COMMISSIONED OFFICER BILLET DESCRIPTION
FROM: CAPT Andrew A. Armstrong
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC ROUTING CODE: N/CS3
ADDRESS:
THRU (Liaison Officer): Chief, Hydrographic Surveys Division
CDR Samuel P. DeBow 1315 East West HWY
BILLET TITLE: BILLET #: 7245 Silver Spring, MD 20910
Field Manager, Contract Hydro Surveys PHONE NUMBER:  (301) 713-2698
RANK REQUESTED: (0-2. 0-3, 0-4, etc.) O-210 O-4 (This block to be completed by liaison officer) ‘
GS-11 IS THIS A NEW BILLET: [Jves X1 no
GSIGM EQUIVALENT: BILLET PRIORITY:  [X]A, B, [Jc. []R
IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:
Brian Greenawait Chief, Data Acquisition & Control (301) 713-2698

EDUCATIONAL REQUIREMENTS:
Educational requirements as upon entry into the Corps.

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

Incumbent must have hydrographic field experience and surveying with multibeam sonar and side scan sonar systems.
Significant travel aboard contractor hydrographic vessels is expected.
Incumbent will obtain at least 40 hours of COTR training to meet the minimum requirements for Level 2 COTR Certification.

1. GENERAL DESCRIPTION OF BILLET:

Serves as a Hydrographic Contracting Officer's Technical Representative for multi-million dollar shallow water multibeam
survey contracts.

2. DUTIES AND RESPONSIBILITIES:

a. Is this a supervisory billet? |:| YES NO
b. If so, state number and grade of personnel supervised. Number: Grade(s):

Incumbent may serve as COTR on Hydrographic Survey Contracts. In this capacity the incumbent is supervised primarily by
the Data Acquisition and Control Branch, Hydrographic Surveys Division and by the Contracting Officer. Since the incumbent
is in travel status, most of the time, the incumbent will act on his or her initiative within the guidelines of the Federal
Acquisition Regulations and Departmental Instructions. The incumbent carries out the following duties:

1. Asthe COTR, incumbent is the point of contact between the contrator and the Government primary on-site spokesperson.
2. Monitors contractor's operations to ensure compliance with contract terms, conditions and specifications. The incumbent
keeps the Contracting Officer and HSD fully informed of any technical or contractual difficulties encountered during
performance.

3. Informs contractor and the Contracting Officer of failures to comply with the technical requirements of the contract.

4. Evaluates proposals for and participates in negotiation of changes, modifications, and claims to the contractor.

Return to Billet Description List



http://www.noaacorps.noaa.gov/bdindex.html

3. CAREER DEVELOPMENT OPPORTUNITIES:

This billet affords the incumbent an opportunity to develop negotiating and technical writing skills, and gain intimate
knowledge about Government Contract administration.

4. ADDITIONAL COMMENTS:

5. Reviews and approves invoices for deliverables to ensure receipt of goods and services.

6. Documents actions taken and decisions made as COTR or observer. Maintains adequate records to sufficiently describe
the performance of duties as COTR or observer during the life of the contract.

7. As COTR, performs preliminary inspection and acceptance of all work required under the contract, including review and
approval of reports.

8. Assists Contracting Officer with contract close out activities.

9. Participates in preparing the new Statement of Work and technical specifications.

SIGNATURE OF SUPERVISOR: DATE:
10/20/1998
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